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Good sticky for your computer…  

Good to remember when having conversations that will affect funding.  
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Calendar Setting - Rule of thumb No day of attendance is better than Bad day of 
attendance.  Calendars are the foundation to build calendar types, grade groupings 
and attendance.  

Calendar Types - Double check when setting up the new year, when rolling over 
students from one grade to another  - Did their calendar type change?  The biggest 
one to look for here would be kindergarten students rolling into 1st grade.  Often you 
must manually change this from Kindergarten calendar type to Regular calendar type.

Grade Grouping  - Please remember that grade groupings play a very big part in the 
support unit calculation.  Please try to keep 6th graders on the same calendar with 
elem 1-5 and the 7th & 8th graders on the same calendars with secondary 9th-12th.

Attendance  - Have a procedure in place to make sure someone is double checking 
and verifying attendance daily, weekly and after each ISEE upload.  Comparing the 
ISEE data against the student management data.
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Make sure that your Instructional calendars work around your ISEE student calendars

For funding purposes it is critical to keep the grade groupings together as shown 
above for ISEE calendar used for student attendance.  You do this, you maximize your 
funding.
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You can run reports 24-48 hours after upload.  Run these to validate your upload data 
against your student management system for accuracy and give yourself enough time 
incase corrections are needed.  During payment periods, there may be a times when 
new files are not uploaded.  This should be your only interruption for uploads.  
Review the deadlines established.  
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Once you send in your ISEE upload view your reports 24-48 hrs to verify and confirm 
that data sent is correct. Is the total Support Units what you excepted?
Using the unit calculation report you will be able to identify possible issues with 
calendars & student data.  Days in session should be whole numbers.  Otherwise 
there are calendar issues.  There are probably more than one calendar in a grade 
grouping that does not have the same attendance days. This will adversely affect your 
ada and ultimately the support unit.
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The Support Unit Calculation Table 
Try to be involved in the calendar process each year.  Your input is VITAL to maximize 
funding
Accurate Calendars (calendar setup, calendar types & grade groupings) + Accurate 
Attendance =  ADA / Divisor = Units all of this work will -
Maximize your funding
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Important to maximize unit funding to maintain the same calendars for grade 
groupings.

This is one of the most common issues found / but remember you can’t change your 
calendars after they have been established.  

Many issues with an entry date of a new student prior to 1st day of attendance –
entry date should be 1st day of attendance.  The same issue with exit dates – exit date 
should be the last day of attendance for those students who have left your school or 
district.
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It is recommended to implement a good attendance policy in the district
Please establish a person to verify your calendars at the start of the year, prior to the 
first ISEE upload
Also have someone established who will verify your attendance weekly
Most of the issues we see would be caught if the data is checked weekly and verified 
after the ISEE upload.

10



11



12



Use DR Calendar for homeschoolers and private school students only
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Not to be confused with end of the year early graduates, you will record their time as 
in attendance although they have already graduated through the remaining weeks of 
school.  
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Fill out your emergency closure form and attached the board approved minutes and 
send in to Carol @ SDE
Weather related
Facility Issues (heating, plumbing, electrical, etc…)
Make sure your attendance is adjusted for these days 
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Run your reports and validate your data after every upload.

Any Attendance & Enrollment corrections to the Midterm reporting period after 
3/27/16 will need to be identified, approved and uploaded prior to 6/17/16 
submission.  
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